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When it becomes necessary to print an additional copy of the original purchase order.

Purchase Order

1L

Printing a Copy of an [:> 2. When the buyer is required to print a copy of the original purchase

Printing a Copy of a ‘ [:> 1. When a buyer is required to print a copy of the purchase order.

Original Purchase Order with a signature line.
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Step 1: Printing a Purchase Order

To print a Copy, Duplicate, & unauthorized purchase orders you will generate them from the Purchase Order Print
process on the Reports menu.

The Run Control ID stores the parameters for a process or report, so the next time it is run the criteria does not
have to re-enter. The Run Control ID functions as a label for the chosen process parameters.

Go

Administer Procurement
Manage Purchase Orders
Report

Purchase Order Print
Update/Display
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The Purchase Order Print dialog box displays.

Click Search.

Select the predefined Run Control for dispatching purchase orders.
Click OK.

The Purchase Order Print panel displays

Manage Purchase Diders - Report - Purchase Orders Print
Fle Edit View Go Favortes Use Pracess lnquie Hepart Hel

8@ (&(x| ElaE] Ee == Sl=] 2kele] #lelsl]]

Furchase Drders Frint |

Operator ID: CBSCOTTO & Specified LEmgrEge:
Run Conirol 1D- PO_Print  Recipient's English 4
rReport Request Parameters
~PO Statuses to Include——————————
Business Unit: LBNL .
J = Approved
Select All
PQ 1D: 0100031 j | Canceled
From Date: Thru Date: = Completed
vendor 1D j | Dispatched
=L Gpen;
Buyer: I j P
=l Pending
Fax Cover Page: j
Change Orders |NOT On Hold 7
UnChanged Orders [l = Bant ehanges Gl [Valid Charlfields B
~Options
™ Print 'Duplicate’ Copies: Sort By: Line No. -

|Purchase Orders Print |Add 4
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Clicking on “Print Duplicate” will result on the header will show “Duplicate”, and the signature line will be
Unauthorized.

= SUBCONTRACJ
o UPLICATE PHONE
7! feoreae] SUBCONTRACT # Date Revision Page
E518378 0771072002 1
Faymert Terms Freight Terms hip via

Net 30 DESTINATION VENDOR DPAYS FEEDH STI
Unive of California Buyer: Granados Marshall
Ernest Orlando Lawrence Ship To: UG LAVWRENCE BERKELEY LAR
Berkeley National Laboratory FOR THE US DEPT. OF ENERGY
Far Cortract Mo, DE-ACO3-TESFO0095 CNE CYCLOTRON ROAD, BLDG, 59
with the Department of Energy BERKELEY C& 94720
Bill Ta: UC Lavwrence Berkeley Lab
DICINGTEK Accounts Payable Dept
3511 THOMAS RD, LMIT 10 PO Box 528
SANTA CLARA CA 95054 Berkeley CA 34701
FOR RESALE - St Sales Toaw shisfel et s chirgeel s S
Urivversity eics Sina Ses tox Perrnit SR CH 21-835970
Confirm Date:13-JUMN-2002 Confirmed To: PHAT S the Lawrences Berkeley Nafonal Laboratory
Line Description Quantity UOM Unit Price _Extended Ami_Due Date
1 Dicing wafer 3Vi4 1.00 E& 600,00 €00.00 0&/21/2002

Line Comment 1
Dicing of W4 Silicon Wafer Section,
extracting all chips.

Ship FedEx 2E36-2%07-& Pl Reference
internal kbilling § 201C07

TOTAL

4 Berwelay Kat
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Step 2: Print an additional original Purchase Order

When the buyer is required to print an additional original purchase they will need to simply “Re-Dispatch” the
purchase order.

Go

Administer Procurement
Manage Purchase Orders
Process

Dispatch Purchase Order
Update/Display

ugduud

The Update/Display panel will be displayed.

Update/Display -- Dizpatch Purchaze Orders

Ig

Run Control 1D: I k.
Fun Crtl Cancel |
070702
ExPEDITING [ |
EHEEditini
FOFint Detai |
po
poPRIMNT
poztatiiz Use Query |

Mew Quem

Select the predefined Run Control for dispatching purchase orders and click on OK.
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Dispatch |

Operator ID: JUBETTEN

Run Control 1D: PODISPATCH

& Specified Language:
© Recipient's English =

-Report Request Parameters

o

Business Unit:

~ Print Terms PO Statuses to Include

=l Approved

PO ID: 6519042 j | Dispatched
From Date: Thru Date:
Vendor I1D: j
Buyer: | s [Valid Chartfields B
Fax Cover Page: j
Options ~Change Orders

" Test Dispatch Copies: Changed and UnChanged Orders j

" Pnnt Copy, - ™ Print Changes Only

. . Sort By: Line No. -
=1 Print *Ruplicate?

[ [
st | @ F3 0 4 1) || E#How dol mansge . | B Manage Purch... EHaw do | Frint a P..| % Printkey 2000 v5.04]

|Dispatch |Update/Display

|[INTSEES sssm ]

Report Request Parameters
Business Unit Defaulted to LBNL
PO ID The purchase order that will be printed
From Date The beginning date of the selection
Thru Date The ending date of the selection
Vendor ID To print only PO’s for a specific vendor
Buyer To print only PO’s for a specific buyer
Options
Test Dispatch If you want to verify that dispatch is working
without dispatching
Print Copy To print a copy for this purchase order
Copies The number of copies that need to be printed
Sort by Sorting sequence of the purchase order by Line
Number or Ship To.
Change Orders
Change and Unchanged You should select this value to select both
Orders changed and unchanged purchase orders
Print Changes Only Only the changes on an order will print onto the
purchase order.

Once you’ve completed this Run Control, click on the run @ button.
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The process scheduler request panel will be displayed.

Proces:s Scheduler Request |
Operator [0 JJBETTEM Fun Contral ID: - PODISPATCH
—Run Lacation — Output Destinatian
iClient " Server & File  © Printer ¢ Window
SEMEN I j File/Frinter: Iu::'xtemp'x (K
— Run DatedTime: — Run Recunence Cancel
Date: [07/10/2002 = [Onee |
Tine: [06:05:00 PM | [ | Name:
Beset o cument ateMime | Hew | e | [iefete |
Descrption———— Marne Frocess Typeltlescy
L PO Dizpatch/Print ZPOPOO0S  [SOR Report
PO Dispatch/Frint ZPOPO0GS [SOR Report

Your run location will be Client, the Output Destination will be File. If you are unsure of which type of purchase
order to be printed select both processes and click OK.

Both SQR’s will open for process and the SQR viewer will open with the purchase order you selected to be
printed.
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-~ SUBCONTRAC&'
A HANGE ORDER - REPRINT PHOME
ML SUBCOMTRACT #  Date Revision Page
5515042 0741042002 1-07/10/2002 1
Paymert Terms Freight Terms Ship Via
Net 30 DESTINATION LENL PAYS FRTFEDX STD)
Buyer Tiricilli inthony B

University of California
Ermest Orlando Lawrence Ship Ta: UG L&WRENCE BERKELEY LAB
Berkeley National Laboratory FOR THE US DEFPT. OF ENERGY
For Cortract Mo, DE-AC03-7TESFO009S OME CYCLOTROMN ROAD, BLDG. B9
weith the Department of Energy BERKELEY CA 94720
Bill Tar UC Lawrence Berkeley Lab
PC MALL Accounts Payable Dept.

2555 WEST 190TH STREET F.O.Box 525
TORRAMCE CA Q0504 Berkeley A, 94701

FOR RESALE - Stne Salas Tax sheaild not ba charged, as e
Urivessity holdls Stafis Sales tax Permit SR CH 21-835370

Confirm Date:20-JUN-2002 S e Livwrencn Berkaley NaSional Lahorasery
Quantity UOM Unit Price Extended Amt Due Date

[Line Description

1 P/H 961764 Formac Studio DV/ Analog 1.00 E& 389_95 38395 071572002
Converter (FE104Z-0)

z P/H 961765 Formac PSl000-1 Power l.00 Ea z9.95 29.95 07/15/2002
Supply (PS5 1000-1)

2 P/H 961558 Micromat Driwe 10 wl.0.3 l.00 Ea 58.99 58.99 07/15/2002
(MMO1Z237

4 test line 2.00 ER 288.00 T16.00  06F28F2002

"Zeller" or "Subcontractor," agrees to furnish to

PC Mall herein and in attachments hereto called
herein and in

the University of California Ernest Orlando Lewrence Berkeley National Laboratory,
attachments hereto called "Universicy," "Berkeley Lab, " "Laboratory" and "LENL," the following in
strict accordance with the terms, conditions, and provisions of this Subcontract, herein and in

asttachments hereto called "Order,” or “Subcontract”: PLEASE MARK ALL BOXES WITH THIS PO NUMBER ON
THE OUTSIDE OF EACH PLEASE DO NOT SHIP PARTIAL ORDER Ship wia FedEx, G055, Account of Universicy

Z2236 Z207-5.

omaL

Auihiorized Signature

e Darkeley Na
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